
HCM Manual / Off-Cycle Check Example

Transaction
Transaction 

Type

Agency 
Local 

Payroll

Agency 
Main 

Deposit 
BOA

State Main 
concen-
tration 
BOA

State 
Disburse-

ment 
Wachovia

Agency 
Payroll 
Cash

Agency 
Main 

Deposit
Agency 

Cash
Allotment 

Rec'bl
Allotment 

Rev
Salary 

Exp WH Liab

1    BegBal
Cash and Bank Beginning 
Balances

Beginning 
Balance 5,000$     -$         -$         -$         3,000$       -$          -$          60,000$     -$           -$         -$         

2    A Record Off Cycle for $1,100 Manual (1,100)$    1,100$       (1,100)$      

3    B Close out Allotment Receivable Manual (58,900)$    58,900$     
4    C Record Agency Cash Manual 58,900$    (58,900)$    
5    D $1,600 checks cleared Automatic (1,600)$    

5    E
Wire Excess to Agency Main 
Depository Manual (2,800)$    2,800$     

5    E
Cash Swept to Main 
Concentration Account Automatic (2,800)$    2,800$     

6    F

Direct Journal to Record Cash 
Wired in Agency Deposit 
Account Manual (2,800)$      2,800$      

7    G
Allocation Moves Amounts to 
Agency Cash Account Automatic (2,800)$     2,800$      

8    H

Direct Journal to Record Cash 
from Allotment in Agency 
Deposit Account Manual (1,100)$      1,100$      

9    I
Labor Released to GL for Off 
Cycle / Manual Checks Automatic (1,100)$     2,100$     (1,000)$    

10  J $400 checks cleared Automatic (400)$       

10  K
Wire Balance to Agency Main 
Depository Manual (200)$       200$        

10  K
Cash Swept to Main 
Concentration Account Automatic (200)$       200$        

11  L

Direct Journal to Record Cash 
Wired in Agency Deposit 
Account Manual (200)$         200$         

12  M
Allocation Moves Amounts to 
Agency Cash Account Automatic (200)$        200$         

Balance -$         -$         3,000$     (1,100)$    -$           -$          61,900$    -$           -$           2,100$     (1,000)$    
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